State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Administrative Officer Il

DWR POSITION NUMBER
0410-4558-5XX

SAP POSITION NUMBER MCR
50000447 1

APPOINTEE

Vacant

SAP PERSONNEL NO.
XXXX

DIVISION/SECTION

Public Affairs Office/Administrative Services

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:
01

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Nancy Vogel

SUPERVISOR'S CLASSIFICATION
Assistant Director of Public Affairs

APPROVED BY (Personnel Analyst's Name)

DATE

VB

Percent of

Time Activity

POSITION SUMMARY

Under the direction of the Assistant Director of Public Affairs, the incumbent serves as the Chief of
the Administrative Services Section of the Public Affairs Office, plans, organizes, directs, and
manages all administrative and staff services activities.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; effectively supervise and
coordinate the work of a variety of professional and support staff; maintain regular, consistent, and
predictable attendance; communicate effectively both orally and in writing; maintain confidentiality
and exercise good judgment. Consult with and advise management and staff on a wide variety of
subject matter, develop and evaluate alternatives, maintain and apply knowledge of departmental
and State policies and procedures, operate a personal computer, and utilize the SAP database. The
specific essential duties are:

30% Plan, organize, and direct the personnel management activities for the Division including:
examination requests, classification review, recruitment and selection, timekeeping/payroll,
training, employee development, safety, employee/employer relations, employee grievances,
performance evaluations, and work standards. Provide advice and assistance to line supervisors in
relation to all administrative matters; including, but not limited to, employee development, training,
safety, and disciplinary problems and grievances. Review, interpret, and maintain current
knowledge of labor contracts, State Personnel Board, and the Department of Personnel
Administration's laws and regulations to ensure personnel activities are in compliance and
disseminate information appropriately. Coordinate changes in Office organizational structure and
process implementation procedures. May require driving to off site meetings or Department
facilities. Function as the primary contact with staff of the Division of Management Services to
ensure Office compliance with Department policies and procedures regarding administrative
matters.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Nancy Vogel

SUPERVISOR'’S SIGNATURE DATE

>

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S STATEMENT:

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

>

Vacant
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Administrative Officer Il 0410-4558-5XX 50000447 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant XXXX Public Affairs Office/Administrative Services
Pe_rl_?ﬁlrg of Activity

30% Oversees the administrative staff in the preparation of the annual budget; control and track fiscal
expenditures including: equipment purchases, travel expenditures, vehicle operation, and facility
operations through the use of the SAP accounting system. Run reports and prepare analysis to
provide status on the budget, fund allocations, and expenditures for Branch Chiefs. Consult with
and provide technical assistance to Branch Chiefs and Office Chief to ensure proper resource
allocation and budget control. Prepare budget reports for Office Chief and Branch Chiefs.
Function as the primary contact with staff of the Division of Fiscal Services to ensure Office
compliance with Department policies and procedures regarding fiscal matters.

25% Manage staff by planning goals and objectives, defining and directing assignments and setting
priorities for all office activity. Provide assessment of and developmental direction to staff through
regular review of work in progress and by the annual appraisal and developmental process.
Recruit and select staff.

15% Manage, develop, and oversee the preparation and processing of multi-year bids, request for

proposals, amendments, Standard Agreements, Interagency Agreements, Invitations for Bid,
Contracts with Public Agencies and Departmental Service Authorizations. Keep up-to-date on the
new laws, language, and procedures pertaining to contracts.

SPECIAL REQUIREMENTS

Must possess a valid California Driver's License. May act for Chief in her absence. Must work well
with others and varied personalities, deal effectively with people, and demonstrate adaptability to
work priority changes based on operational need.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during
Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies.
Additionally, this position may participate in emergency operations in the capacity of area teams,
field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work,
including performing fieldwork to complete damage survey reports for droughts, flooding,
earthquakes, and other emergencies. This position may also serve in one of the sections as
established in the Incident Command System to assist the Department in performing its emergency
preparedness, response, recovery, and mitigation functions. These functions are established in
the California State Emergency Plan and the Department’'s Administrative Orders.
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30%
	activity: POSITION SUMMARY
Under the direction of the Assistant Director of Public Affairs, the incumbent serves as the Chief of the Administrative Services Section of the Public Affairs Office, plans, organizes, directs, and manages all administrative and staff services activities. 

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; effectively supervise and coordinate the work of a variety of professional and support staff; maintain regular, consistent, and predictable attendance; communicate effectively both orally and in writing; maintain confidentiality and exercise good judgment.  Consult with and advise management and staff on a wide variety of subject matter, develop and evaluate alternatives, maintain and apply knowledge of departmental and State policies and procedures, operate a personal computer, and utilize the SAP database.  The specific essential duties are:

Plan, organize, and direct the personnel management activities for the Division including:  examination requests, classification review, recruitment and selection, timekeeping/payroll, training, employee development, safety, employee/employer relations, employee grievances, performance evaluations, and work standards. Provide advice and assistance to line supervisors in relation to all administrative matters; including, but not limited to, employee development, training, safety, and disciplinary problems and grievances. Review, interpret, and maintain current knowledge of labor contracts, State Personnel Board, and the Department of Personnel Administration's laws and regulations to ensure personnel activities are in compliance and disseminate information appropriately. Coordinate changes in Office organizational structure and process implementation procedures. May require driving to off site meetings or Department facilities.  Function as the primary contact with staff of the Division of Management Services to ensure Office compliance with Department policies and procedures regarding administrative matters.
	classification: Administrative Officer II
	appointee: Vacant
	dwr position number: 0410-4558-5XX
	sap personnel no: XXXX
	sap position number: 50000447
	division: Public Affairs Office/Administrative Services
	mcr: 1
	percent 2: 30%
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	activity2: Oversees the administrative staff in the preparation of the annual budget; control and track fiscal expenditures including: equipment purchases, travel expenditures, vehicle operation, and facility operations through the use of the SAP accounting system.  Run reports and prepare analysis to provide status on the budget, fund allocations, and expenditures for Branch Chiefs.  Consult with and provide technical assistance to Branch Chiefs and Office Chief to ensure proper resource allocation and budget control.  Prepare budget reports for Office Chief and Branch Chiefs.  Function as the primary contact with staff of the Division of Fiscal Services to ensure Office compliance with Department policies and procedures regarding fiscal matters.

Manage staff by planning goals and objectives, defining and directing assignments and setting priorities for all office activity.  Provide assessment of and developmental direction to staff through regular review of work in progress and by the annual appraisal and developmental process.  Recruit and select staff.


Manage, develop, and oversee the preparation and processing of multi-year bids, request for proposals, amendments, Standard Agreements, Interagency Agreements, Invitations for Bid, Contracts with Public Agencies and Departmental Service Authorizations. Keep up-to-date on the new laws, language, and procedures pertaining to contracts.


SPECIAL REQUIREMENTS
Must  possess a valid California Driver's License. May act for Chief in her absence.  Must work well with others and varied personalities, deal effectively with people, and demonstrate adaptability to work priority changes based on operational need.  

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Nancy Vogel
	employee name: Vacant


